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Resume for the Post of Public Relation Officer (PRO)/ Admin/ HR Assistant.
Objective
Seeking a position in HR Department or Administration where my extensive experience will be further developed and utilized with strong interpersonal and organizational skills with a keen ability to multitask a variety of challenges and responsibilities.  
Total Experience  
:
15 Year Experience in UAE
· May 2012 – Till date (Current Job )
Company: Royal Adventure Travel & Tourism LLC

Location: Dubai

Position:  PRO cum Visa In-Charge 

Responsibilities:  Obtaining employees and Company legal Transaction and Managing online tourist visas for all Nationalities for our international tourists, preparing daily report to submit Accounts department and assisting to all Admin. & HR work as well. 

· Oct 2009 - Dec 2011
Company
 
: Emirates Petrochemical Company (Oil and Gas)
Location

: Abu Dhabi
Position

: PRO cum Asst. Administrator.

Duties & Responsibilities:  Obtaining employees legal Transaction related to Ministry of Labour, Immigration and etc…, Obtaining company legal transaction related to Municipality, Chamber of commerce, Traffic dept.  and etc…., also Obtaining Security pass for employees and vehicles from Critical National Infrastructure Authority(CNIA).

Preparing Security pass application for all employees and Vehicles.

Assisting to Admin officer to update Master List of employees and maintaining personal file of employees, day to day works and etc…

Assisting to HR Officers up on request of them day to day work.

Updating the list of security pass (CNIA) of employees and vehicles.

Preparing petty cash invoices to submit to accounts department.

Preparing Arabic letters to Government, Non Government departments.
Location

: Sharjah 

Position

: Personal Assistant Secretary on Temporary basis.

· March 2005 – April 2009 

Company 

: Desert Link Tourism Company
Location

: Dubai
Position

: Online Visa Coordinator cum PRO assistant.
Responsibilities:  Obtaining online visas for all Nationalities, preparing daily report to submit Accounts Department and assisting to PRO with day to day work of Ministry of Labour, Immigration, Economic Dept. and Dubai Tourism Department.
· July 2001 – April 2004

Company 

: Saeed Typing Centre

Location

: Sharjah 

Position

: Typist cum Shop In charge

Responsibilities: Typing and Clearing all type of documents for Gov. Departments and in charge of the Typing Centre with day to day works and preparing daily reports.
· April 1999 – May 2001 

Company 

: Saeed Typing Centre 

Location

: Sharjah 

Position

: Typist (Arabic, English)
Responsibilities: Typing and Clearing all type of documents for Gov. Departments (Ministry of Labour, Immigration, Municipality, Economic Dept., Chamber of Commerce and Traffic, Police Departments.) and Drafting Arabic, English Letters.
· June 2004 – Jan 2005 
Company

: Latina Electrical Trading

Location

: Sharjah

Position

: Salesman 
Responsibilities: Purchase and delivery Used Electronics items.

Preparing daily report to accounts 
I hereby certify above information is true and correct to the best of my knowledge and belief.   

Thanking you and awaiting for a favorable reply

Yours Truly

